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REG ULATION 
NO. 


COMPETITIVE PROMOTION 


Reels 3 Iona: (1) 
( 2 ) 


dated 9 October 1954 
dated 30 April 1954 


GENERAL 


IMa Regulation states policy and procedures which apply to the promotion 
of employees (staff employees and staff agents) in grades GS-14 and below,. 
It does not apply to the promotion of employees compensated in accordance 
with Wage Administration Schedules* 

2 y POLICY 

lue Agency i able of Organization will be staffed by the assignment of 
qualified personnel to the positions in which they are most noecled, with 
due consideration given to preferences of employees. To maintain authorised 
staffing levels for Agency positions, qualified employees will be advanced 
on the basis of competitive evaluation of their performance, qualifications, 
length of service, acceptance of Career Staff obliga tion s* and value to the 
Agency, Promotions and recruitment will be contaallfidso that the exposi- 
tion of Agency personnel by grade level and occupational fields will not 
exceed the authorized staffing, 

b * * a general, each Career .Service will comprise the competitive area fox' 
promotioi^r members of that Service, However, the Head of a Career 
Service establish separate areas of competition within the Service 
when necessary due to substantial differences in occupational or functional 
lines of work performed by its personnel. 
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Competitive evaluation of employees in grades GS-7 through G 8 -X .4 for 

promotion will be accomplished through the establishment and use by Heads 

of Career Services of Competitive Evaluation Panels in each Career Service. 

Panel reeociiaendatlons of promotions will be advisory to the Head of the 

Career Service, who will make final recommendations to the Director of 

Personnel. Panel consideration will not be required in the administration 

of promotions of, personnel in grades G3-6 and below, but the basic orincipis* 
(Xo vv~ ctJrrr C— j / 

7 v of competitive promotion will be followed, tr i m 1 Pm >n e v&vU ja &lm * 

d. Personnel in the zone of consideration will be considered for promotion by 
the Head of their Career Service at least once each year* 

e. Promotions will be of one grade Increments except where double grade stages 
have been established for progression within the grade range GS~5 through 
GS«11 * 

i. Normally, individuals will be yi uuo^.d Jro positions which correspond in grade 
to their grade after promotion* However, they may be positions 

higher in grade than their grade after promotion, when. necessary; or they 
may be promoted under competitive evaluation procedure a^bx a position lower 
in grade than their grade after promotion when it is necessary in the best 
Interests of the Agency that they be retained in or assigned to such a 
position on a personal rank assignment status. A personal rank assignment 
will not be authorized if the action would result in the grade structure 
01 personnel in the Career Service /exceeding the grade structure of poai— 


liens which the Career Servfi 

A 

in the Competitive Area concerned. 


(Careep Service Staffing Authorization) 
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3 * DEFINITIONS 



W 


a® Personal Rank Assignment - An assignment in which the grade of an ensployse 


is authorized to exceed the grade of the position encumbered. Personal rank 
assignments are approved by the Director of Personnel upon certification by 


the Head of the employee* s Career Service and Operating Official concerned 


that they are necessary in the best interests of the Agency for one or more 


of the following reasons; 


■&JU. <*~£ 

e. comas 

A 

specific tour or assignment in a position of grade lower than 


(1) To enable an employee. comoetitively oromoted ^ complete a 

A 


hi a grade after promotion,, 

(?) An employee is the only qualified Individual available for 
assignment to a position which must be filled immediately « 

(3) The employee possesses -such unusual background* contacts 9 or 
qua! if i cut ions for a particular position that his as si grime nt to 
that po3 1 1 Ion 1 a tea e n t i a 1 % o an Ag t n cy ■ >r o grass*, 

( 4 ) An employee's service record and qualifications' clearly predict 
satisfactory performance in u position of his grade* and staffing 
plans provide for the filling of such a position In the near 
future, but no appropriate assignment of proper grade is 


currently available*. 

(5) To permit an employee to obtain s? 




to the planned future utilisation 


E 


OlAsC* — -r? [ 

eraonal rank assign *mts will bo for a 


ecific ex-jer’Jenoe essential 
of his services,, 
specified maximum period of 


time, as agreed to’ by the Director ef Personnel* Head of the Career 

1 i: 

\ Service , and Ope rating Cfflci olS con oe rue d , 


>* 
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Career Service Staffing Authorizat ion f CSS A) - The rcorAjer of positions 
by gra.de levels and occupations which a Career S6rr5.ee is responsible for 
staffing* In the absence of designate on of T /0 positions according to 
Career Service jurisdiction* the Career- Services Staffing Aiit.horiE3.tlon will 
be approximated by tabulating the grades of ell positions encumbered by 
members of the Career Service is each Competitive Arfea and adjusting to 
provide for vacant positions to be filled daring the period* 

3 © nl.pr. B n o< b rv 1 a prs •* for purposes of ibis regulation, the term Senior 
Supervisors will be u&od to designate the hosds of the operating echelons 
in which employees under consideration for promotion are located. Senior 
Supervisors generally will be Division and Staff Chief# In DD/l and I ?X>/S 5 
Chiefs of Area Divisions and Senior Staffs in DD/Pj or comparable officials 

Dire et or c once mod 

RESPONSIBILITIES \ 


gig agreed .to by Head of .the Career^srvi cp. aoc 

O- — tin C (Sv^vcc v- Jt 6 r 



, 25X1A 


Supervisors at all levels are responsible for evaluating the merit for 
promotion of employees under their jurisdiction and for making recommenda- 
tions to the Heads of appropriate Career Services, through command channels » 
concerning the promotion of such employees according to the provisions of 
this Regulation * 

heads of omm mm(m 

The Hoad of each Career Service is responsible for: 

(l) He commending promotions to the Director of Personnel baaed upon. 

competitive evaluation of employees* merit for promotion In relation 


« 4 “ 
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to the Staffing requirements for the Career Service and after 
due consideration of recommendations from Competitive Evaluation 
Panels 9 Career Beards p and. Senior Supervisors «, 

I (2) Determining Competitive Promotion Areas within the Career Service* 

13) fis *&bllsbting the number of Gomoetitlve Evaluation Panels considered. 

! necessary and defining the jurisdiction of each Panel as to grade 

levels and ecim^t.itlve areas of personnel to be evaluated* 

14) Appointing the membership of each Competitive Evaluation Panel* 

(5) Ensuring that the composition of the membership of his Career 

Service by grade level and occupational fields does not exceed 
the staffing authorization of the Service* (C5SA) 

\ y 

c, DIRECTOR OF PERSONNEL 

(1) Ensuring comoliance with the regulation by continuous evaluation 
of the Agency* «: promotion program* 

(2) Reviewing ail promotion requests and finally approving oromotion 

j actions which conform to the orovisions of this Regulation Including 

the approval of personal rank assignments when required by a 
promotion requests 

(3) Recording and disseminating the qualification requirements of all 
Agency positions to be used as a basis for reviewing or emotion 
requests* 

(4) Providing periodic listings to Heads of Career Services of 
personnel In the zone of consideration for promotion and periodic 
reports on the status of utilisation of the Career Service Staffing 
Authorization (CSS A'). 
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5 , PRO; JOTION RJEQUI RK1E MS 

a* Agency Experience Requirements 

An employee will enier the zom of consideration for ■ promotion when 
he. has served in his current gra.de in the Agency for the period' 
indicated below: 


25X1 A 


Cur r e nt Grftde 

GS~1 through G3~6 
G3-7 through GSAL.I 
GS--J.2 anct S—i 3 
GSM A 


don t ha of C IA E xperience 


12 

18 

24 


C^ualif i cat! on Eequireme nt» 

An employee must be qualified to perform the duties of a higher gradec 
position to which his promotion is reconnected, If an employee is being 
or ornate & and retained in a personal rank assignaaeiit in a lower graded 
position, he must be qualified to perform work in the occupational category 
and grade level to which he is promoted, Whtn an employee is being coviside 
for promotion to a position for which qualification requirements are ore- 


scribed in Handbook 


these requirements will be used as; the basis 


for evaluating his qualifi cation a, 


6. PROCEDURES 


a. Competitive EvaliaaMon. Panels 


(1) 


In consideration of the number of personnel to bo 


s valu at-*; 1 for 


promotion by grade levels end. Competitive Areas, the Head of each 
Career Service will appoint Competitive Evaluation Panels and 


define the grade levels of personnel sad the Cosnpetitivo .Areas to 
be under the jurisdiction of each Panel,.. 


red 
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l^pjto 



members /of 


Lpproved For Releas 


( 2 ) Each Panel will consist of a minimum of three( 
the Career Service concerned^ senior in grade to employees bo 
be evaluated and designated to serve for the period of time required 
to accomplish the evaluatiopjf the groups of personnel de^toated. 
Existing Career Boards an^Panels may be used as Competitive ^ 

Evaluation Panels If desired by the Head of a Career Service and 
providing their membership meets the requirements stated above, 

(3) Competitive Evaluation Panels will utilize Guide 25X1 A 

for Competitive Evaluation Panels, as an advisory guidebook in 

order to obtain reasonable uniformity in Panel Operations within 
and among Career Services,, 

(4) Uoon corf; pie tier of Competitive Evaluation for each grade level and 
Competitive Area, the Panel concerned will provide the Head of 
the Career Service with a listing In order of merit for promotion 
of the Individuals recommended by the Panel for ororaction„ 

h , Senior Supervisors 

(1) Upon request of the Head of a Career Service, Senior Supervisors 

will submit for each grade level, a list of their employees in the t 
Career Service and zone of consideration whom t ey recommend for 
promotion. Whenever practical. Senior Supervisors will 1 c>t the 
recommended employees in the order of preference for promotion. 

This listing will be provided to the appropriate Competitive 
Evaluation Panel for Its use® 

v (2) During Intervals between- Panel Evaluation of a grade l^vei 

personnel, a Senior Supervisor may submit Individual promotion 

e 2000/08/30 : the Head of the appropriate career Service 
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when iinmedJ ate promotion action is desirable to recognize out- 
standing &\ llity and performance* 

(3) Senior Supt rvisors will submit or emotion recommendations for 

oersonnel n grades GS-6 and below when their performance, Quali- 
fication s,, .and Xengt^of service as compared with other personnel 

in the Concerned merit their or amotion.-, 

A 

«:•, Beads of Car eer Services 

(1) Upon receipt of rank order listing from the Panel, Heads of 
Career Services will make final determinations as to employees to 
be recommended for preroot ion in the grade (s) concerned * They will 

ensure that employees recommended for promotion are to be utilised 

^ ^ A.. 

sr\ in a poatMon p fw>roper grade currently or will be fflSSMfazBafessr 
V « f ii 1 e a m si i I'll 1 1 the grade and occuoatlonal struc- 
ture of personnel in the Career Service will not exceed the Career 

\ 

Service Staffing Authorization as a result of oromotion actions 
recommended,. Additionally, they will inform Senior Supervisors of 
their employees being recommended for preset ion and give due con- 
sideration to a request from a Senior Supervisor as to timing of the 
action or that a promotion be withheld * 

( 2 ) Heads of Career Services will initiate promotions for oersonnel 
in grades GS~6 and below in consideration of recommendations from 
omiior Supervisors and on the basis of performance, qualifications,, 
and /engi^h of service of the Indlvidual g in comparison W thaix 

< • c eiieeapCTm’Eim ., v v r\ u 

(3) Heads of Career Services will submit promotion recommendations to 


he Director of Personnel on 3F-52, Request for Personnel Action, 
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Promotion reauests 


25X1 A 
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requiring penoml rank assignments will incline a statement from 
tbs Operating Official, with concurrence from the Head of the 
Career Service concerned, of the reason for the use of this type 
o\ Assignment and. the probable duration* 

7 > XMHJEfflRTATIOH OF THE COMPETITIVE PROMOTION PROGRAM 

•tends of Career Services are authorized to implement the program .in 
Srannal stages of one grade level of personnel at a time, thereby 
continuing previous promotion procedures for levels of personnel on 
::hi.eh Competitive Evaluation Panel action has not been taken.. The 
program, however, should be fully installed by 1 January 1958, 

EXCEPTIONS TO AGENCY EXPERIENCE REQUIREMENTS 

Exceptions to the Agency Experience Requirements for promotion, to any 
r?3fs.d® will be approved or disapproved by the Director of Personnel upon 
ittUaslesi on of justification by the Hoad of a Career Service 6 Exceptions 
tdll be made only when it is clearly established that: 

(a) An employe© wrs initially onplpysd at a grade below that for 
vhieh ho vas qualified $ or 

£*>) An individtual la properly qualified for promotion based partly on 
idn experience prior to his entry on duty 2 or 
\q) Such exception is necessary to recognize and utilise an employee * & 
outs tiding ability* 
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